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Progress Meeting Agenda  
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Utilize the Progress Meeting Agenda as a template for maintaining

consistent discussion for progress meetings.
1. Progress meeting welcome
2. Record: Approval of previous meeting minutes, Contract, Location, Date, Time, and the Person keeping the minutes of the meeting (Set requirements for when minutes are to be done by, and reviewed by all attendees) 
3. Attendees:

	Name
	Company
	Present
	Name
	Company
	Present
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4. Safety

 FORMCHECKBOX 
 Toolbox talk or safety moment
 FORMCHECKBOX 
 Contract safety concerns

 FORMCHECKBOX 
 Motorist safety concerns (Discuss any accidents that have occurred prior to the meeting (vehicular or worksite personnel) and what could be added or changed to prevent future accidents.  Have an open discussion on potential MOT additions that could further enhance the safety of the work zone)
 FORMCHECKBOX 
 Pedestrian safety concerns
 FORMCHECKBOX 
 Property owner safety concerns
 FORMCHECKBOX 
 Public information 
 FORMCHECKBOX 
 Emergency services (first responder coordination)
5. Maintenance of Traffic (MOT) and Work Zones

 FORMCHECKBOX 
 Traffic control and its correctness for current work process, including pedestrian MOT (discuss the following:  Traffic Management Plan (TMP) compliance and/or updates, MOT for utility relocations, etc.)
 FORMCHECKBOX 
 Condition of signs, barricades, barrels, temp pavement markings, and other devices (confirm sign and barricade reports are being submitted)
 FORMCHECKBOX 
 Interstate Highways Closure Policy (IHCP) compliance (if applicable)
 FORMCHECKBOX 
 ISP and/or LEO patrol hours, status, and coordination with contract conditions (consider keeping track of cumulative hours from week to week)
 FORMCHECKBOX 
 Upcoming changes (discuss the following: need for any upcoming 2-week pre-notifications to INDOT, PIO, and stakeholders (see below) for restrictions/closures, is CARS updated to reflect current MOT, ingress/egress of worksite/properties, special/local events, any special circumstances)
6. Schedule 
Note:  Record Critical/Milestone Dates (Notice to Proceed, Intermediate Completion Dates, Contract Completion Date) for original contract and revised as per the example below:

Date description

        Original Contract Date

     Revised Date
	
	03/15/2019
	N/A


 FORMCHECKBOX 
 Baseline schedule review (keep at a high level, i.e., is project ahead/on/behind schedule to meet INDOT construction contract milestones; if behind, hold independent schedule meeting as needed to discuss severity, reasons, responsibility, and potential mitigation.  In addition, include subcontractor coordination in the discussion)
 FORMCHECKBOX 
 Critical path review (may be better served in any as needed schedule meetings)
 FORMCHECKBOX 
 3-week look ahead (primary schedule related topic of discussion for progress meetings; require Contractor to provide copy of updated schedule and detailed information on planned daily major activities)
 FORMCHECKBOX 
 Weekly IC-124 review
(Note:  Optional discussion items: threats to maintaining schedule, recovery strategy, inclement weather effects on schedule, pre-installation, and material testing schedule)
7. Utilities and Railroads

 FORMCHECKBOX 
 Utility update (keep at a relatively high level; hold independent utility meetings as needed)
 FORMCHECKBOX 
 Utility relocation coordination issues (discuss the following: responsibility of relocation issues (INDOT, Contractor, Utility Company), electrical service point coordination where applicable)
 FORMCHECKBOX 
 Railroad and flagger coordination and submittal update
 FORMCHECKBOX 
 High priority utility or railroad conflicts
8. Contract Progress

 FORMCHECKBOX 
 Partnering and conflict resolution.  Decision tree and time frames for those decisions (Refer back to pre-construction meeting minutes where team goals have been established; continue to foster trust and open communication; commit to resolving issues promptly; and commit to talking through issues before issuing letters.  Open communication includes notifying all effected parties, including subcontractors and subconsultants)  
 FORMCHECKBOX 
 Submittals summary:
 FORMCHECKBOX 
 Payrolls

 FORMCHECKBOX 
 Erosion control inspections (Ensure the SWQCP is up to date.  If not, this could serve as a reminder to update frequently as BMP's are added)
 FORMCHECKBOX 
 Other (longer lead time materials testing (e.g., SIPs, threaded tie bars, high strength bolts/nuts/washers, trial batches, etc.), and QC plans)
 FORMCHECKBOX 
 RFI/Shop Drawings submittal status and updates:
 FORMCHECKBOX 
 Review and discussion of RFI log (For submittals/RFI's that have not been resolved, discuss time frame from the responsible party on when it will be resolved/approved)
 FORMCHECKBOX 
 Identify action items and current responsible person/department for advancing RFI to resolution
 FORMCHECKBOX 
 Shop Drawings (include log with review and release/approval status)
 FORMCHECKBOX 
 Stormwater BMP implementation and NOT preparation 
 FORMCHECKBOX 
 EEO issues/concerns since last meeting.
9. Quantity and Estimate Payments
 FORMCHECKBOX 
 Quantity estimates for the pay period
 FORMCHECKBOX 
 Status of disputes over previous quantity estimates

 FORMCHECKBOX 
 Expectations for look-ahead schedule quantity estimates (add date for when next pay estimate is anticipated to be generated)
 FORMCHECKBOX 
 Budget “to-date” discussion (update on PO amount(s))
 FORMCHECKBOX 
 LD and QA status and accrual

10. Change Orders

 FORMCHECKBOX 
 Status of change orders/claims (discuss both current and potential change orders/claims)
 FORMCHECKBOX 
 Outstanding change orders (determine why outstanding; assign responsibilities for advancement to full approval)
 FORMCHECKBOX 
 Responsible person for action and timeline
 FORMCHECKBOX 
 Review change order log
11. Quality/Materials and Testing
 FORMCHECKBOX 
 Material record and certification submittals
 FORMCHECKBOX 
 Quality Control/Quality Assurance items for discussion
 FORMCHECKBOX 
 Status of failed material, appeals
12. General Business Topics  
 FORMCHECKBOX 
 Review previous action items outside the below specific topics (specifically review progress made on action items from last meeting to better develop strong accountability for resolving action items timely)
 FORMCHECKBOX 
 Hot topics that may need further attention outside of the progress meeting (includes risk register topics)
 FORMCHECKBOX 
 Locals/Public/Stakeholder information and concerns 

 FORMCHECKBOX 
 Contractor concerns

 FORMCHECKBOX 
 Department concerns
13. New Action Items  
 FORMCHECKBOX 
 Review new action items from the meeting (specifically review items and responsible parties, timeframe of completion of those items, and ask if there are any new action items to discuss)

14. Open Forum  
 FORMCHECKBOX 
 Open discussion items (discuss lessons learned, best practices, other topics, etc.)
Next Progress Meeting date/time

List of documents to be provided before the next meeting.

(XX-20XX)
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